Employer Bulk Payment

1. Create a New Account if you are a New User.
Tip 1: If you have ever submitted an application to DCIJS or taken
training from a DCJS approved school, select “Yes”.
Tip 2: Select “Business”

2. Once your account is set up, use your username and password to
log in. You will see a screen like the one below. This is where you
can Pay for Your Employees by clicking the “Pay for your
Employees” link.
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Welcome to the DCJS Credential Management System.

If you want to create a new initial application, click the 'Create New Initial Application' button and follow the directions on the
screen.

If you have already started an initial application and need to finish, click the 'Continue Application' link next to your application
in the Current Applications section below.

NOTE: If the 'Continue Application’ link is not available, you are finished with the online portion of your application process.
You will not see the renewal link if you are not in a renewal period. The renewal period begins when your registration is 890
days prior to expiration. If you do not see the renewal link, you may be attempting to renew too early.

If you already have a credential with us and it's up for renewal, there will be a 'Renew’ link next your credential in the Current
Credentials section below. Please click that link to start your renewal process and follow the directions on the screen.

If you want to add a category, clicked the 'Add Additional Category Application’ link below your certification. This option will not
be available if your credential is up for renewal.
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3. You will be to the Record Selection screen seen below. From
here you will be able to do the following:
a. Select the employees that you wish to pay for checking the box
next to their name.
b. Remove any employee from the list.
c. Add an employee to the list.

D

The list below is all of the individuals that are currently associated as employees of your business. To select the records that
you wish to pay for, check the box next to their name. If you want to remove a licensee from the list, select the remove link. If
you want to add a licensee, select the Add Employee.
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4. Click here to begin the process of paying for your employees.



